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Phase I Activities  



















































































































































































Phase II and III Activities  





























































































































































































































































































































































Determine Short and Long-Term Human Resource Requirements for Performance 





























































































































Communications and Outreach 

























































































































































































































Appendix  1: Charter for Electronic Records Task Force 
 
Charter | 2014-Jun-09 | AN 
Approved by Libraries Cabinet March 18, 2014 
 
Electronic Records Task Force 
 
Institutional Background 
The Electronic Records Task Force will develop the capacity of the University of Minnesota 
Libraries to respond to emergent, critical needs in the preservation and accessibility of 
historically and culturally important documents found in the records and papers of persons 
and organizations central to the University’s collections of distinction. Evolutions in 
technology have changed the way the University’s donors create and document their work, 
from analog to digital media. Born-digital documents require new tools and workflows for 
acquisition, ingest, processing, preservation, mediation, and access. Building upon the work of 
the Digital Preservation Framework Task Force and the Digital Repositories Task Force and in 
collaboration, when appropriate, with the Data Management and Curation Initiative (DMCI), 
the Task Force will focus on the implementation of mechanisms for acquisition, ingest, and 
processing. Later work will be required to develop levels of mediation and modes of access. 
 
The Digital Repository Task Force Findings, submitted by the Task Force and reviewed by 
Cabinet and LLC in July 2013, included recommendations (pages 16-17) for the 
implementation of a back-end system for ingest and storage of born-digital materials curated 
by the Department of Archives and Special Collections. The Electronic Records Task Force will 
aim to implement the Digital Repository Task Force’s recommendations and then broaden the 
scope beyond ASC's immediate needs: 
● define requirements for immediate stable, secure storage area that allows for 
curatorial access and control, and ensures the preservation of the digital assets 
through routine file back-ups; 
● investigate existing tools (e.g. BitCurator, Curators Workbench) for born-digital file 
management and processing, including virus scanning, checksum creation, file format 
preservation, write-blockers for files and/or disk images, metadata recording, and 
opportunities for format migration or versioning; 
● consider policies and procedures, best practices and standards around born-digital 
materials that require partnering with Libraries Data & Technology for secure storage 
and preservation environments; 
● at the point of the digital preservation management system implementation, ASC 
archivists/curators should work with the Libraries digital preservation specialists to 
move digital assets into the DPMS and make full use of the tools that are available. 
 
Purpose of the Task Force 
The Electronic Records Task Force will establish and implement the ability of the Libraries to 
ingest and manage materials that exist natively or solely in electronic form. This includes 
identifying existing resources or acquiring new resources (technological and human), 






Unlike the e-books and serials currently purchased or licensed by the Libraries, electronic 
records are defined here as unique or rare materials not created for the purpose of 
publication and public consumption. These materials, for the most part, are not finished 
products but the background or ancillary materials to finished works. They may be complex 
and variable aggregates of information and/or formats. Examples include, but are not limited 
to, born-digital archival materials (personal and organizational records that typically include a 
variety of file types), data sets, and geo-spatial data. Materials may be pertinent to both 
special and general collections areas. Selectors in those areas, working with creators and 
donors, will need to make decisions regarding selection and access.  
 
These materials will require infrastructure and capacities currently available or forthcoming, 
such as: a long-term digital preservation environment; platforms for varying levels of access 
including (but not necessarily limited to) the open web, mediated access (through logins or 
formal request mechanisms and dedicated on-site workstations); and semi-dark repository 
and other access controls. They will also require special hardware and software capable of: 
ingesting content from multiple operating systems and storage devices including legacy 
technology; ensuring authenticity and integrity of data by minimizing transformations that 
occur during transmission (copying and moving files) and documenting the chain of custody 
and actions performed; and providing appropriate levels of access. 
 
The products of this Task Force will support the work of Libraries’ curators, selectors, and 
units in meeting their collection development strategies. The Task Force will define the roles 
of curatorial staff (identifying and communicating information to donors and technical staff) 
and technical staff (workflows for the creation of SIPs and AIPs). The Task Force will propose 
new positions as needed, and will identify hardware and software required for the Libraries to 
become a leader in this arena.  
 
Electronic records present new concerns and considerations regarding the integrity and 
validity of data and appropriate levels of access to born digital materials while maintaining 
existing requirements of collection development policies and donor relations.  The Task Force 
will address these so the University of Minnesota Libraries may provide the quality service 
rightfully expected by a top national research institution, by leveraging existing and 
forthcoming technical infrastructure, acquiring additional resources as needed, promoting 
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Ongoing costs are yet to be determined, but it is estimated that the initial workstation with 
appropriate processing software will cost $10,000 for computer equipment across multiple 
platforms and for modifications to a workspace. 
 
Process Tasks 
Phase 1: Develop Initial Capacity for Electronic Records Ingest and Processing 
1. Identify, procure, and implement initial hardware and software needed for secure 
ingest and processing 
2. Identify and secure access to initial file/storage space specified for working with 
incoming records and storage of processed records  
 
Phase 2: Define Tasks and Workflows for Staff  
1. Define tasks to be performed by staff engaged in technical functions (ingest and 
processing) 
a. Assign role of ingest and processing to  select members of the Task Force 
initially 
2. Define tasks to be performed by staff engaged in curatorial/selection functions 
a. Information to be gathered and conveyed to work group 
b. Decisions to be made regarding selection, arrangement, levels of access, etc. 
c. Information that can be conveyed to donors 
3. Determine short and long-term human resource requirements for performance of 
technical work 
 
Phase 3: Develop Ingest and Processing Workflows 
Develop workflows to support secure ingest of electronic records and the creation of 
Submission Information Packets (SIPs) and Archive Information Packets (AIPs). 
1. Survey electronic records sets in our holdings 
Note: Due to the timeframe of this Task Force, this work will focus on recently 
acquired and anticipated born-digital collections with a further focus on collections 
suitable for work developing and testing workflows. A full-scale survey of electronic 
records within all existing holdings exceeds the focus of this group, though 
recommendations may be made for units and departments that have such materials. 
2. Select sample electronic records sets with which to test workflows exhibiting best 
practices as established in current professional literature and drawing on work already 
developed in-house by specific units, projects, or initiatives (e.g., ASC, DMCI) 
3. Establish institutional workflows by modifying test workflows according to lessons 






Next Steps: Preservation and Access  
The immediate needs of born-digital electronic records and the timeframe of this Task Force 
require focus on the Libraries’ capacity for ingest and processing of these materials, but as 
noted above they will also require long-term preservation and varying modes of access. ​ The 
Libraries will need to define levels of access, identify mechanisms for providing those levels of 
access, and submit formal proposals for the acquisition or development of mechanisms 
needed.  Upon completion of the goals stated in this charge, the Task Force may be redefined 
to contribute to this process. Tasks may include: 
 
Working with the Digital Preservation and Repository Technologies department and other 
relevant departments or groups to: 
1. Identify and secure access to existing or anticipated hardware/systems available to 
the University Libraries, including 
a. Preservation repository, including long-term needs for data migration, 
versioning, emulation, etc. 
b. Access repositories, including variable levels of access, restriction or mediation 
currently available to us 
2. Develop a plan to secure the resources (technical and human) required to meet 




The outcomes of this group include: 
● Workflows, procedures, and policies - as required - for accessioning and ingesting 
electronic records  
○ Including specifying tasks performed by individuals with collection development 
responsibilities (decision-making, information gathering, and communication) and 
those performed by individuals with technical responsibilities 
○ Note: Selection decisions will remain the purview of collection development 
policies in individual units and departments. Levels of access required for the 
electronic records will be the responsibility of curatorial staff 
● Recommendations for technical infrastructure/hardware, including both existing or 
anticipated systems and others as identified, to support the policies and procedures.  
● Recommendations for personnel to support the policies and procedures. 
 
Scope  
The focus of this Task Force will be on Electronic Records coming into the Department of 
Archives and Special Collections under current collection development policies, with 
awareness of and sensitivity to materials coming in to general collections units that pose 
similar issues and require similar treatments. The goal is to provide an infrastructure capable 
of meeting the needs of any unit or department contending with acquisition and ingest of 
electronic records that are not met by other Libraries initiatives. 
 
The purpose of this group is to develop the infrastructure and workflows to safely and 
securely ingest the flow of electronic records that have come to the Libraries already, that are 
coming in now, and that are anticipated. Selection decisions will remain the purview of 




units and departments on appraisal and selection policy as it relates to: 1) technical 
capabilities of the Libraries (e.g. – email management, website archiving) and 2) federal and 
state law and University policy (e.g. – private data). 
The Task Force will work closely with concurrent initiatives, such as the DMCI; 
● Currently there is cross-pollination of membership between these groups
● Communication and collaboration between groups is desirable, because
o They have overlapping interests and needs
o Interests do not have clearly definable borders and we will most likely encounter
situations where we need to use each other’s expertise (e.g. – If an ASC donation
includes data sets)
Some distinguishing factors of materials to be addressed by this Task Force include: 
1. Materials may be unique and or rare (i.e. – not widely available and/or published
materials);
2. The University Libraries will be responsible for the physical custody and authenticity of
authorized files
● i.e. - these are not resources to which access is licensed and/or which are
physically maintained by agencies outside of the University Libraries 
3. Sources of materials (creators and donors) will include both University affiliates and
non-University affiliates
4. Materials may require greater mediation/curation
●  i.e. -  Library professionals are more likely to select collections and manage ingest
processing, instead of relying on creators/donors to select and upload materials 
5. Commitment to preservation and access is long-term and extends beyond the
currently perceived informational value, which is often the focus of efforts around
data sets
Stakeholders and Reviewers 
● Libraries Cabinet
● Content Services Steering Committee
● Archives and Special Collections staff
● Data Management and Curation Initiative (DMCI)
● University Digital Conservancy co-Directors
● Digital Library Services
● UMedia Archive
● Data & Technology Division; Digital Preservation and Repository Technologies department
● Collection Management and Preservation Strategist
● Collection Development Officer





























































































































Appendix  4: Master Processing/Ingest Workflow Instructions 















































































































Appendix  5: Policies 
Moving/Copying Files between Drives/Folders 
[1/23/2015] When transferring files from one location to another after initial transfer 
to ERTF workspace it is recommended to use TeraCopy.  Using TeraCopy allows us to 
verify the file transfer process of moving or copying files as well as preserve ‘original’ 
file dates.  [​Instructions on using TeraCopy were created.​] 
Original Hardware  
[1/12/2015] In general, we are not interested in collecting original hardware.  In 
some instances, it may be necessary or we may prefer to work with original 
hardware to access older digital media. In this case, we would dispose of or return 
in accordance to the procedure for ‘Original Media’.  It will be up to the collecting unit 
if original hardware will be retained as part of the collection [as an object in itself].  
Original Media 
[1/12/2015] Digital material that comes to ASC on physical media will be copied off 
the media during the file transfer/appraisal/accessioning process.  After this process 
is complete, the media will be securely disposed of. Alternatively, if requested and 
agreed upon in writing, the original media will be returned to the donor after the 
initial processing is complete.  
Separation Sheets 
[2/19/2015] When working with media that is already part of an accessioned            
collection (the disk in box scenario), a separation sheet should be used. Place a              
separation sheet in the box indicating what has been removed. If after appraisal,             
the digital content is transferred to the ‘digital archive’, the finding aid should be              
updated to indicate digital files (rather than media) are part of the collection, and              






































































































































Accepting Electronic Records:  Staff Guide 
Appraisal of Electronic Records 
We can’t keep everything.  Just as with more traditional analog records, electronic records need to be appraised.  
Electronic records go through both a content appraisal and a technical appraisal.  The content appraisal is best 
conducted by unit staff; the technical appraisal by the Electronic Records Task Force in consultation with unit staff. 
Technical appraisal focuses on the file formats. 
For content appraisal, ask yourself: 
- Does this content fit within existing collecting policies? 
- What is the research value of this content? How does it compare with other records in the existing/new 
collection? Is it available elsewhere? Why should we keep this? 
Transfer Options Considerations 
- There are many ways to receive files from donors. 
- External media: hard drive, flash drives 
- Cloud Services: Google Drive, Dropbox 
- Email: Files sent as attachments to download 
- FTP: Connecting to remote servers  
- Consider the amount of files, location of the donor, and 
donor comfort level of each method.   
- Discuss pros and cons of each based on donation 
characteristics with the Electronic Records Task Force 
File Formats Considerations 
- While we can accept any and all digital 
files we will not be able to preserve 
and/or provide access to all digital file 
formats.  For this reason we may convert 
files to another format or opt not to 
accept some file types.   
- Review current common preservation 
formats and discuss options with the 
Electronic Records Task Force.  
(http://conservancy.umn.edu/pages/policies/#preservation) 
Final Steps / Follow Up with the Donor 
Transfer of records will require a signed deed of gift / donor agreement that addresses electronic records. If  
applicable, removable media will be returned to donor or handled as agreed upon after the transfer is complete. 
- http://www.clir.org/pubs/reports/p
ub159/pub159.pdf 
Accepting electronic records into your collections brings with it new preservation and access 
opportunities and challenges. Having answers to and/or discussing the following with your donors 
will assist in processing donations that include electronic records. 
Donors will be the source of valuable information when it comes to understanding how to best
process the electronic materials. 
How many files are there?  How much space to they take up? 
Questions? Ask the Electronic Records Task Force! (lib-ertf@umn.edu) 
Discuss the following with potential donors and understand: 
- What content do the electronic records cover?
- What is the value of this content?  How does it compare with other records in the 
existing/new collection?  
- What can you tell me about the files? Looking for context. 
- When were they created?  In what context? By whom? 
- Were are they currently located?  Have they been moved from their original location? 
- What file formats are they in? (see below)
- How are records related to each other or other materials in the collection? (duplicates)
- Do the records contain or possibly contain Sensitive information? Such as: 
- Social security or credit card numbers
- Medical / legal information 
- Personally identifiable information 
- Are there any associated restrictions? Such as: 
- Copyrights (intellectual property concerns) 
- Legal restrictions (sensitive information) 
- Other requested restrictions 
- What are the expectations for access? 
- View or download online  




Accepting electronic records into your collections brings with it new preservation and access 
opportunities and challenges.  Having answers to and/or discussing the following with your donors will 
assist in processing collections that include electronic records.   
Questions? Ask the Electronic Records Task Force!  (lib-ertf@umn.edu) 
Discuss the following with potential donors to better understand the records: 
• What can you tell me about the files? [Looking for context.]
- When were they created? In what context? By whom? 
- In what computing environment? (make, model, operating system) 
- Have they been modified? How? Why? 
- Were are they currently located?  Have they been moved from their original location? 
- What file formats are they in? (see below) 
- How are files related to each other or other materials in the collection? (duplicates) 
• Do the records contain or possibly contain Personal / Private information?
- Social security or credit card numbers 
- Medical / legal information 
- Personally identifiable information  
• Are there any associated restrictions?
- Copyrights (intellectual property concerns) 
- Legal restrictions (sensitive information) 
- Other requested restrictions 
• What are the expectations for public access?
- View online or available for download 
- Request access from ASC  
- View onsite only 
http://digitalbevaring.dk/om-sitet/ 
Additional Context and Guidance for Staff Working with Donors of Electronic Records 
The Role of the Electronic Records Task Force (ERTF) The Electronic Records Task Force was officially launched 
in May of 2014 to address the ingest and initial processing of electronic records.  We have started working with ASC 
staff to develop ingest and initial processing workflows and are moving towards procedures / policy development.   
As we do this, and begin to work with you on your collections, we are also here as a resource for you. We need to 
know what your questions and concerns are so we can address them as we move forward.  What are your needs?  
What are your questions / concerns?  What can we help with? 
File Format Considerations 
- Not all files formats can be preserved. 
- Not all files formats can be accessed. 
- General guidelines for formats are to 
accept ‘preservation’ ready file formats. 
- Often different ‘levels of preservation’ 
actions are determined for different types 
of formats. 
http://conservancy.umn.edu/pages/policies/#preservation 
- We will convert file formats to a more 
preservation friendly format if necessary; 
the original format may or may not be 
saved.   
*Specific preservation guidelines will depend
on many factors. 
Transfer Media Considerations 
How we copy the files to the processing location will depend 
on the media type: 
- Most media will allow for a ‘logical’ transfer (copying only 
the files we want) 
- Some media may require creating a disk image (see 
below).  Note: This process will capture deleted files. 
(Often used for older media such as 5 ¼ floppy disks.) 
Methods used to transfer files may change the created date. 
We can work to limit this, but may not always be able to. 
- For example, an emailed file that is downloaded will 
often have a ‘created’ date of the date it was 
downloaded.  Because of this we are more focused on 
the ‘last modified date’ 
* Work with the ERTF to determine the best method
Disk Imaging 
Disk Imaging is a method for acquiring access to content on 
media not accessible by other means.  What you should 
know: 
- This method will not be used in most cases 
- Deleted files can be recovered  
- Be aware that if the media contains files the 
donor thought were deleted forever, this method 
might recover them.   
* We are currently deciding about what to do with disk
images that we do create.  Should we keep them, or discard 
them?   
Resources and Tools 
The ERFT has reviewed many tools for working 
with electronic records.   
- What are you trying to do?  We might have 
a suggestion on a tool to make your job 
easier. 
- Renaming files 
- Finding Duplicates 
- Question about a format or media?  Can’t 
open a file? 
* Contact the ERTF!
Things to Think About / Be Aware Of 
The following concepts should be on your mind as you work with electronic records.  
- Enter current/future acquisitions that contain electronic records in the Interim Accession Log (ASC Website) 
- Discuss transfer methods and coordinate transfer with ERTF staff  (Files should not be on the L Drive.) 
- Don’t over handle digital materials –  opening / moving files could change their metadata! 
- Understand how materials will be stored / preserved / available long-term (levels of preservation) 
- Understand the policies and procedures related to acquisition, transfer, copying, embargo/restriction, user 
access, long-term preservation, and secure disposal of electronic records. 
* Contact the ERTF to talk about your next electronic acquisition or if you have questions.  (lib-ertf@umn.edu) 
Created by the Electronic Records Task Force at the 
University of Minnesota Libraries  lib-ertf@umn.edu January 2015 
Guide for Donors of Electronic Records 
Content and Rights Information 
Discuss and understand the following with Libraries staff if applicable to your donation: 
- Copyright / intellectual property concerns 
- Personal information (social security/credit card numbers, etc.) 
- Legal and/or other restrictions 
- Contextual information on the how, when, why these records were created and by whom 
- Possible recovery of deleted information (if disk imaging is used) 
- Expectations for access 
File Formats 
Be prepared to discuss the file formats of your records. The Libraries can support some file formats better 
than others.  For this reason we may recommend conversion to another format for long-term preservation 
purposes before or after transfer, or opt not to accept some file types.  
The transfer and preservation of email poses special issues that will be 
addressed in conversations regarding your donation.   
Other Information (Metadata) 
The more information you have about your donation the better. This information can be used to assist 
Libraries staff who process your records and make it accessible to future users.   Useful information includes 
more about: 
- Content (what is it and why is it valuable) 
- Context (of creation, use – ex: a draft or final copy) 
- Organization (file structure / file naming conventions) 
- Technical information (types of computer, software programs) 
- Creator/s name and main use 
File Transfer 
There are various ways to transfer files to the University Libraries.  Discuss with staff which method is best 
for you based on the type and size of your donation.  Options may include:   
- External media such as:       
CDs/DVDs, hard drives, flash drive etc. 
- Cloud service (Google Drive, Dropbox) 
- File Transfer Protocol (FTP)  
- Email attachments 
If you have files on older media such as floppy disks or older computer hard drives please let us know. 
Access 
Our goal is to ensure that materials transferred to the University Libraries can be made available to the 
general public. Libraries staff can discuss with you practical expectations for access to your materials based 
on the donation’s content, overall size, file formats, and other concerns. 
Final Steps / Follow Up 
The transfer of records requires a signed Deed of Gift and/or a Donor Agreement that addresses electronic 
records.  Depending on the collection, open and ongoing conversations with staff regarding preservation 
and arrangement of materials may be necessary.  If applicable, removable media will be returned to the 
donor or handled as agreed upon after the transfer is complete.   
The University of Minnesota Libraries Archives and Special Collections (ASC) considers electronic records an 
integral part of its collections. We accept electronic material of enduring value created or received by a 





Donations of electronic materials with long-term value to the collections are accepted by 
University Archive Units. When donating electronic materials one must be aware of, consider and 
discuss the material content, context of creation and use, file formats, and desired method of 
transfer. Understanding the type of information the Archive Unit needs before transferring 
materials will be helpful. 
Created by the Electronic Records Task Force at the 
University of Minnesota Libraries  lib-ertf@umn.edu January 2015 
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Electronic Archival Records Transfer Information Sheet 
Complete and return to Archives & Special Collections (ASC) Staff​. 
Contact Information for Person Transferring These Records: 
Name:  
Organization (if applicable):  
Phone: 
Email: 
Person to  Contact for Questions About This Material (if other than above): 
Name (and Title): 
Organization (if applicable): 
Phone: 
Email: 
1. Date material is/will be transferred to ASC: TBD
2. What media or method is being used to transfer the material?
___ external hard drive ___ Upload to server (e.g. Google Drive or DropBox) 
___ flash/USB/thumb drive ___ Removable disks (e.g. floppy disks, CDs, DVDs) 
___ Other -- please describe:
3. Total size of transferred files (e.g. in MB or GB) (Can be an estimate):
4. Who created these records? Please list names and/or positions or titles of primary individuals.
5. If created as part of a larger organization, what part of the organization (e.g. department,
office, program, project) created these records?
6. Time span during which the records were created, or best estimate (e.g. 1995-2008):
7. Summary of file types included, to the best of your knowledge:




___ Other word processing ___ Other spreadsheets ___ web pages 
(.html) ___ images ___ Databases ___ Video
___ Sound ___ ZIP or other compressed files 
___ Other -- please describe: 
8. Types of records
___ reports ___ memos/correspondence/letters ___ financial records 
___ surveys ___ grant applications ___ press releases 
___ newsletter s ___ brochures ___ training materials 
___ photographs ___ scrapbooks ___ diaries/journals 
___ speeches ___ publications ___ minutes 
___Other -- please list:
9. To the best of your knowledge, do these records contain any information that is sensitive or
private?
___ social security numbers ___ current or recent home addresses
___ financial data ___ proprietary info
___ health data ___ other -- please describe:
Please indicate where in the collection any such data may be located:  
10. Are there any restrictions or concerns about who might have access to this material?  If so,
describe.




Appendix  10: Deed of Gift Addendum for Electronic Records 
Addendum to the standard Archives and Special Collections Deed of Gift for use with collections 
that include electronic records.   
DRAFT ­ University of Minnesota Libraries 
Deed of Gift Addendum for Electronic Records 
This addendum addresses the particular needs of electronic records being donated to 
the University of Minnesota Libraries.   
I also understand that upon transfer, the University of Minnesota will become the 
custodian of the donated materials.  I agree not to donate, distribute, or sell these 
materials, or substantially similar versions of them, to another entity or institution. I 
understand that if in the future I wish to deposit substantially altered versions of these 
materials to another entity or institution, the University of Minnesota has the right of first 
refusal. 
I.  Discretionary practices specific to electronic records 
The Libraries, at its discretion, in accordance with University policy and with applicable 
law, may conduct the following with the Donated Materials: 
● Disable or bypass passwords or encryption systems, if any, to gain access to the
Donated Materials.
● Recover deleted files or file fragments, if any, and provide access to these
materials.
● Provide access to log files, system files, and other similar data that document use
of computers or systems, if any are received with the materials.
Subject to the terms and conditions, if any, stated below: 
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______ 
II. Privacy
The Libraries will review the materials in the collection in an attempt to identify items that 
contain personally identifiable information and/or private information (i.e., as defined by 
all applicable state and federal laws and regulations). Please indicate (initial) whether or 
not these materials that contain private electronic information. 
____  To the best of my knowledge, these materials ​do not​ contain private information. 
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OR 
____  To the best of my knowledge the materials ​are likely ​to contain private 
information. Please check all that may apply: 
❏ Social Security numbers 
❏ Passwords or PINs 
❏ Credit Card numbers 
❏ Financial records 
❏ Medical records 
❏ Other materials that have specific privacy concerns ­­ please specify: 
________________________________________________________________
________________________________________________________________
________________________________________________________________
______ 
III. Disposition of Storage Media
Computer hardware and/or removable media that is not being retained as part of the 
collection will be securely removed and/or destroyed after the transfer is complete, 
unless you prefer the media to be returned to you. Please indicate (initial) your 
preference. 
___  I DO NOT want computer hardware and/or removable media returned. 
OR 
___  I DO want computer hardware and/or removable media returned to the following: 
Name:________________________________________ 
Address:______________________________________ 
_____________________________________________ 
Phone:_______________________________________ 
Email:________________________________________ 
SIGNATURE OF DONOR: 
______________________________________________ Date: 
___________________ 
Name:  
Title: Donor 
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______________________________________________ Date: 
___________________ 
Name:  
Title: Elmer L. Andersen Director of Archives and Special Collections 
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